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From Director, Cvilian Intelligence Personnel Ofice
Subj:  SELECTI ON CERTI FI CATES

Ref : (a) CIPO Instruction 12271.1; Navy Cvilian
Intelligence Personnel Managenent System
Procedure Manua

1. During the past several nonths, ny staff has been
review ng our recruitnment nmethods and tinelines for filling
Department of the Navy (DON) G vilian Intelligence

Per sonnel System vacancies. The results of our review

i ndi cate we have seen a continuous inprovenent in the
average processing tinme for recruitnent actions; however,
we do have a concern with the high percentage of selection
certificates that are not returned by selecting officials
within the required tinefranes.

2. Followng reference (a), selecting officials are
required to return selection certificates to the Gvilian
Intelligence Personnel Ofice (COPO wthin 30 days. 1In
extenuating circunstances, the selecting official my
request an extension fromtheir Cl PO Human Resources (HR)
Specialist. This policy was put into place to ensure that
we are consistent with Departnment of Defense Priority

Pl acenment Program (PPP) policy and procedures.

3. Under current PPP procedures, HR specialists are
required to submt a PPP requisition when a recruitnent
actionis initiated. Once a selection certificate is

i ssued the PPP requisition is closed. No further PPP
clearance is required during the 30-day |ife of the
selection certificate. |If a selection is not made within
30 days, the HR specialist nust submt a new PPP

requi sition and the selecting official wll be subjected to
possi bl e PPP candi dates being referred.
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4. To ensure the Naval Intelligence Community is in
conpliance with PPP, the follow ng procedures will be
effective i Mmedi atel y:

a. Selection certificates over 30 days old will be
cancel | ed unl ess an extension has been requested and
approved.

b. Wen extenuating circunstances exist, selecting
officials may request a one-tinme 30-day extension from
their ClPO HR Specialist. To request an extension, they
must contact their HR Specialist three working days prior
to the expiration date of the certificate and provide a
val i d busi ness reason for the extension. The HR Speciali st
wi || then approve/di sapprove the extension in witing.

5. M office will work closely with your personnel

| iaisons in inplementing these new procedures. |If you have
guestions or recomrendations for inproving our recruitnent
strategies, please contact Ms. Sharon WI noth at

(301) 669-5870 (DSN 659). Your continued support is
appr eci at ed.

/S/

CHRI STI NE S. ROBERTS
Di stribution:
Cl PA NST 5216. 1D
Lists I, Il and IV
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